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TheArizona Career & Educational Guide was developed by the Arizona Career Resource Network
(AzCRN) to provide students, adults, one-stop centers, vocational rehabilitation offices and othersatool
that assistsArizonans with making more informed choices about careers and postsecondary education.

TheAzCRN gratefully acknowledgesthefollowing agenciesfor their contributionsto the guide: TheAri-
zonaDepartment of Commerce, Arizona Commission for Postsecondary Education, Arizona Department
of Economic Security/Research Administration, Rehabilitation Services Administration/Vocational Rehabili-
tation, Workforce Devel opment Administration, Employment Security Administration, Maricopa Skill
Center, Arizona Tech Prep and the Arizona Department of Education.

We would especially liketo thank the Delaware Career Resource Network for providing AzCRN with the
Delaware Compass and the Teacher’s Guide to use as atemplate to devel op our guide, the Arizona
Workforce Connection for co-sponsoring the guide; and the U.S. Army, and Arizona Tech Prep for deliv-
ering the Arizona Career & Educational Guide to our schools acrossthe State. Wewould also liketo
thank thefollowing Career Resource Network Directorsfor sharing their ideas and resourceswith Dela-
ware and now Arizona: North Dakota, North Carolina, Minnesotaand Texas.

AzCRN plansto provide new editions of the Guide every two years, due to major updatesin labor market
information provided by the Arizona Department of Economic Security, Research Administration. Minor
revisionsand updateswill be available on the website, when amendments are necessary.

Website addresses frequently change; thereforeit isrecommended that Arizonans use page 60 of the Guide
that isposted on the AzCRN website. TheArizona Career & Educational Guide and the Teacher’s Guide
can be downl oaded to make reproducible copiesfor students, by going to www.ade.az.gov/cte/azcrn/

counselors.asp.

WeWelcome your commentsfor the enhancement of future Guides!

Susan Mellegard, AzCRN Director
Career and Technical Education
ArizonaDepartment of Education
1535W. Jefferson St., Bin 42
Phoenix, AZ 85007

(602) 364-1525 Voice Mail

Email: smelleg@ade.az.gov
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Letter to Teachers

Welcometo theArizonaCareer & Educational Teacher’sGuide! Although, thisisthefirst year AZCRN has
provided theArizonaCareer & Educationa Guide, many other stateshavehad similar tabloids. Delaware Career
Resource Network has provided ustheir career compassto revise for Arizona. Since 1989, the Delaware
Department of Labor hasproduced and distributed their guideto Delaware s8th through 12th grade students. The
ArizonaCareer & Educationa Guideleads studentsthrough thefour phasesof career development asoutlined by
theNationa Career Development Guidelines.

The Arizona Career & Educational Guide Teacher’s Guide was adopted and amended by the Arizona
Career Resource Network. Teachersand school counselorsin Delaware had designed supplemental activitiesto
enhancethe use of the Compasswithin the classroom. Theseactivitiesarebased uponther collective experience
of classroom use of the Compass. AzCRN modified theactivitiesto reflect Arizona slabor market information,
career and educationa data; and academic standards.

TheTeacher’sGuideformat correspondsto thefour stages of career devel opment outlined inthe Arizona
Career & Educational Guide as Step 1 through 4: Self Assessment, Exploring Careers, Making aDecision, and
Action Plan. Inthe Guide, these Stepsare organized into six Lesson Plans. You' |l noticethat Step #4 hasbeen
divided into three Lesson Plansto makeit easier to usethisGuide.

Sep#1: “WhoAm |?” - Self Assessment Lesson Plan
Step#2: “What’sOut There?’ - Exploring Careers Lesson Plan
Step#3: “How Dol Decide ?” - Decision Process L esson Plan
Step#4. “How Dol Dolt?”- TakingAction
SectionA: Educationa OpportunitiesLesson Plan
Section B: Postsecondary OpportunitiesLesson Plan
Section C: Job Search Lesson Plan

Each Lesson Plan consistsof: 1) anoverview; 2) alist of theArizonaAcademic Standards (inthecoreareas
of LanguageArts, Economics, and M athemati cs) addressed by the activitiesinthelesson; 3) teacher instructions
with hepful hintsand an activity answer key; and 4) alist of the student activitieswith the approximate compl etion
timerequired for each activity. Theactivitieseach correspond to an articleinthe Arizona Career & Educational
Guide, referenced by specific pagenumbers. (Note: If astudent isexpected to supply an original answer to an
activity question, we have noted “ self-answer” ontheanswer key.)

Wefed the Arizona Career & Educational Guide and this Teacher’sGuide are valuabletool sfor Arizona
studentsasthey maketheir career plans. Wewould appreciate your overall commentsand, in particul ar, sugges-
tionsfor additional activities, aswell aswaysyou have used the Arizona Career & Educational Guideinyour
classroom. Pleasesharethemwithus. It would asobevery hepful if you completetheevauation at theend of the
Teacher’s Guide and send to:

Susan Médllegard, AZCRN Director
ArizonaCareer Resource Network
ArizonaDepartment of Education
1535W. Jetferson St., Bin42
Phoenix, AZ 85007

(602) 542-5353
smeleg@ade.az.gov
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Lesson Plan
Step #1: “Who Am 1?”- Self Assessment

Overview

Thislesson helps studentsidentify who they areasaperson: their likesand didlikes, their work style preference,
andtheir personality type. Self assessment Istheimportant first step and thefoundation of an overall career path.

Arizona Sate Sandards
LanguageArts

Objectives
At theend of thislesson, studentswill be ableto:
1. Determinether likesanddidikes
2. Differentiate between persondity typesand work styles
3. Andyzetheir strengths and weaknessesaccording toworkplace skills
4. Understand their own personality typeand how it relatesto their career interests

Teacher Instructions

Teacherscan usethe Arizona Career & Educational Guide Step #1 readingsand activities, aswell asexten-
sion questionsand supplementa activities provided on student handoutsto allow studentsto assessthelir person-
alities, work styles, and career interests.

Answer Key:
Activity 1.3

1. Thisactivity will hepidentify anindividua’slikesand didikesor in other words, their interests. Itwill give
ideasonwhat work will best suit anindividual.

2. Sdf answered
3. Therearethreeareasof interest:

a. Hands-On Per son: Likeworkingwith toolsand machines, are curious about how thingswork and
liketo build, operate, maintain and repair equipment.

b. PeoplePerson: Enjoysbeing with othersand exercising peopleskillssuch ascaring, hel ping, advis-
ing, persuading and cooperating.

c. Information Person: Hastheahility tofind, classify, organizeand explaininformation inwaysthat
help othersunderstandiit.

4. Occupationsarelisted on pages5-7 of the Arizona Career & Educational Guide.
a. Hands-On: Mechanic, carpenter, electrician, and welder.

b. People: Teacher, counselor, socia worker, and funeral director.
c. Information: Accountant, banker, reator, and bookkeeper.
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Student Activities

Using the Arizona Career & Educational Guide, studentswill complete the four activitiesfor “Who Am 1?7, including:

Activity 1: What AreMy Career Interests? - Page3
(Timerequired: approximately 25 minutes)

Activity 2: Work Styles- Page4-7
(Timerequired: approximately 15 minutes)

Activity 3: What isMy Per sonality Type? - pages8-9
(Timerequired: approximately 15 minutes)

Activity 4: What Workplace Char acteristicsand SkillsDo | Need? - page 10
(Timerequired: approximately 25 minutes)
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Activity 1: What are My Name

Date:
Career Interests? P
Activity 1.1

Completethesurvey, “What Are My Career Interests?’ and the Sum Up exercise on page 3.

Activity 1.2
Read page4, including thebox labeled * Your Skills.”

Activity 1.3
Answer thefollowing questionsin compl ete sentences:

1 What isthis survey supposed to help you realize?

2 Inwhat areadid you find the best match? Do you agree or disagree with the results? Why or why not?

3. What are the main differences between the three areas of interest?

4. Canyou infer what type of occupations would correspond with each area of interest? In other words, what type of
job might each type of person have?

Hands-on person:

Peopl e person:

Information person:
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Activity 2. Work Styles Name
Date:
Period:
Activity 2.1
After circling occupationsthat interest you on pages5-7, list thethree different work stylesfor which you
circledthemost jobs.
Activity 2.2

Answer thefollowing questionsin compl ete sentences:

1. What category(ies) did your work stylesinclude? (The three categories are hands-on person, people person, and
information person.)

2. Do your choices correspond with your results from the Career Interest survey on page 3? Explain your results.

Supplemental Activity

Resear ch these car eersand give a three-sentence description of each.

 Conservator

* Optometrist

* Astronomer

* Construction Millwright
* Telemarketer

* Prosthetist

* Actuary

* Occupational Therapist
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Activity 3: What Workplace Name:
Characteristics And Skills Do | Need? g;ti%d_
Activity 3.1

Completethe“Workplace Characteristics’ worksheet?’ on page 10. Placeacheck either inthe“cando”
blank or the* needswork” blank for each statement.

Activity 3.2
After completing the above exercise, answer thefollowing questions:

1 Based upon your results, which two skill areas do you feel are your areas of strength? Why?

2 Which two areas do you feel need more development? Why?

3. What actions can you take in order to improve the two areas in which you need improvement?

4. Inyour ownwords, explain what skillsemployersarelooking for? Explain your marketable skillsand what steps
you can take to make yourself more marketable to possible employers.
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Activity 4: What |s My Personality Type?

Date:
Period:

Activity 4.1
In order to determine your Holland Personality Code, read pages8 and 9, and review the six personality types (realistic,
investigative, artistic, social, enterprising, and conventional). Decide which three types sound most like you and put
themin order of first, second, and third (first being the most like you, second somewhat like you, and third alittlelike
you, keeping in mind they are still your top three).

Activity 4.2
You can construct your “Holland Code” by combining the corresponding letter of your first, second, and third
personality type. For example, if you are of therealistic typethe most, enterprising alittleless, and social evenless, but
it'still like you, then your code would be RES. You will use this personality code in choosing occupations to match

your career interests.

Your Holland Code*

[* Remember your Holland Code so you can useit in future activities.]

Supplemental Activity
Pick oneof thefollowing peopleand determinehisor her personality based on Dr. John Holland' stheory.

Explainwhy youthink he or shefitsthispersondity typebased ontheir individua characteritics.

» Martha Stewart: Home design specialist

* Bill Gates: Founder of Microsoft

* Steven King: Author

» Oprah Winfrey: T.V. personality

* Billy Blanks: Karate champion, devel oper of Tae-bo
* Hillary Clinton: First lady, lawyer, Senator
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L esson Plan
Sep #2: “What’sOut There?’ - Exploring Careers

Overview

This section looks at Arizona's overall labor market and the Arizona occupations that offer the best wages and long term job
opportunities. When finished with Step 2, students will have awealth of occupational and labor market information upon

which to base their career decision.

Arizona Sate Sandards
LanguageArts, Workplace Skills, Mathmatics

Objectives
At the end of this lesson, students will be able to:
1 Identify three job descriptions, number of job openings, and hourly wage rates

2. Readtechnical chartsand interpret labor market information

Teacher Instructions

1 Students can read and discuss the information about net gain/loss in jobs on pages 14-18. Students are
provided with information about net gain/lossin jobs; knowing what occupationswill be available will help the
students match their own traits to something they will enjoy.

2 To ensure understanding of the Career Matrix on pages 20-32, you may need to guide students through each
element of information inthe matrix for aparticular job.

3. Using the work sheets for Activity 5, the students should research characteristics of three different jobs. When
they have finished with their research, the students should respond to the questions; the final question might
serve as aone-paragraph assignment for homework or in-class writing.

4. InActivity 7, students use a sample to develop their own budget starting with the gross monthly pay for an
occupation they select from the matrix.

a. Note that wages are given as hourly wages, which students will have to convert to monthly figures.
b. Next, students can apply the percentages in the sample budget for each expenditure category.

c. Then, using the chart for different locations, you can generate discussions about how they will have to
budget their money.

d. There are several waysto get from Hourly Wages to Gross Monthly Pay.
Oneway: 40 (hours/week) X 50 (weeks/year*) = 2000 hours/year
* We used 50 weeks, allowing for 2 weeksunpaid vacation. Labor statisticians use the same number.

2000 divided by 12 (months/year) = 166.67 = approx. 167 hours/month
167 X Hourly Wage = Gross Monthly Wage
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Another method isto multiply 40 (hrs/week) X 4 (weeks/month) X Hourly Wage = Gross M onthly Wage
Any other mathematically defensible method will do fine. The point isto find Gross Monthly Pay.

Once the students have cal culated the Gross Monthly Pay, they enter it on page 33 in the top blank of the table.

e. Under “1V. Expenses,” page 33, students calculate their expenses by multiplying their net pay by the noted
percentage.

ANSWER KEY

Activity 5.2

1 Job growth equals the amount of new job openings expected in the labor force. Openings due to separations occur
when individuals leave the labor market or change occupations.
2. Professional, Paraprofessional and Technical.

3. 68,000 new jobs.

Activity 5.3,5.4,and 6.1

Self answered based on career interests.

Activity 6.2

1 They formulate marketing policies, direct sales activities, and plan, organize and direct advertising and public relations
activities for adepartment, an entire organization, or on an account basis.

Work experience plus degree.

L eading and influencing people, understanding words and communicating. Dealing with people in a business setting.
They evaluate, authorize or recommend approval of commercial, real estate, or credit |oans. Advise borrowerson
financial status and methods of payments.

Working with details in words and numbers.

Persuasive, workswith people, expresses self creatively.

Assist dentists at chair, set up patient and equipment, keep records and perform related duties as required.

Moderate term on the job training.

Workswell with people, worksindependently, performslab experimentsand is creative.

Detailed tasks, work with machines and equipment and helps or cares for other people.

Requires physical activity and working with machines and equipment.

Salesperson, retail.

Salesperson, retail.

1393,

$22.63.

Physicians, Surgeons, all others.

Howpn

EOROREBoow~o»
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Sudent Activities

Activity 5. Arizona Job Outlook 2000 - 2010 - Page 12
(Timerequired: approximately 45 minutes)

“Exploring theWorld of Work”

Have students read introductory paragraph, and complete the 10 item T/F quiz; use as a motivator
to learn more using Arizona Career Matrix.

Activity 6: ArizonaCareer Matrix Scavenger Hunt - Pages 14-32
(Timerequired: approximately 45 minutes)

Activity 7: Monthly Budget - Page 33
(Timerequired: approximately 45 minutes)
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Activity 5. Arizona Job Outlook 2000-2010 Name:
Date:
Period:
Activity 5.1

Read “ Arizona Job Outlook 2000 - 2010” on pages 14-18 and be prepared to discuss.

Activity 5.2

Answer thefollowing questionsin compl ete sentences:
1 Explain the difference between job growth and openings due to separations?

2. Which Mgjor Occupational category is expected to provide the most job openings?

3. How many new jobsinArizonaare projected for the time span from 2000 - 20107

Activity 5.3
Completethe* Exploring the World of Work” on page 12. On aseparate sheet of paper, explainthe
trendsintheworkplace.

Activity 5.4
Now that you have anideaof thetype of career that would suit your personality and skills, you need
to consider thejob market, job security, and thetraining required using the Arizona Career & Educa-
tional Guide located on pages 19-32.

Pick three careersthat interest you. Make sure that you consider your results from the prior exercises especially the
“Holland Code” when choosing three careers.

Career #1

1 What isthejob title and description for the first career that you chose?

2 How many openings are there for thisjob in Arizona each year?

3. How many people are employed in thisjob?

4.  What training is needed for this position?

5. What are three of the characteristics for thisjob?
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Career #2

6. What isthejob title and description for the second career that you chose?

7. What isthe annual growth for thisjob in Arizona each year?

8 What isthe training code for this occupation and what must you do in order to obtain the
training necessary?

9. What does the “Holland Code” indicate about the type of personality necessary for this job?

Career #3

10. What isthe job title and description for the third career that you chose?

11. What isthe annual growth for thisjob in Arizona each year?

12. What “worker skills” are necessary for this career?

13. Which of these “worker skills” do you feel are your strongest skills? Explain.

14. What does the Holland Code indicate about the personality necessary for this job?
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Activity 6: Arizona Career & Educational Guide Name:
Scavenger Hunt

Date:
Period:

Activity 6.1
Turntopagel4, look atthetable, “ Arizona Occupationswith theM ost Annual Openings,
2000-2010,” and evaluateyour threeoccupational choices.

1

Which of your three choices has the most projected openings for the future, and how many openings are
expected?

Which of your three choices pays the highest hourly wage and what is the hourly wage?

Which of your three choices requires you to have the most training and what training would be required?

Which of the three choices you made would you most likely consider?

What have you learned about yourself and your personality as aresult of reviewing the
Arizona Career & Educational Guide? Explain.

Activity 6.2
Using page 21, answer thefollowing questions:

1

2

3

What do marketing, advertising, and public relations managers do?

What training is needed for these positions?

List threejob characteristics for these jobs.

Using page 23, answer thefollowing questions:

4

5.

What do loan officers and counselors do?

What is job characteristic 06?

6. DoestheHolland Code ESA indicate awell-matched personality for aloan officer?
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Using page 24, answer thefollowing questions:

7. What does a dental assistant do?
8. What training is needed for thisjob?

9. What does the Holland Code SAI indicate?

10. Explainthreejob characteristicsfor thisposition.

Using page 32, answer thefollowing questions:

11. What are the two job characteristics for the heavy truck drivers?
L ooking at thetableon page 14, answer thefollowing questions:
12, Which job had the most workersin 2000?
13, Whichjobisexpected to have the most workersin 2010?
14. What is the number of annual openings for registered nurses?
15. What is the average hourly wage for registered nurses?

16. Which job has the highest average hourly wage?
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Activity 7: Your Monthly Budget Name:
Date:
Period:
Activity 7.1

Read and review “ Your Money” on page 33 and completethebudget activity.

1 Monthly Pay Computation:

Occupation selection: Hourly wage:

How do you make this a Gross Monthly Wage? Write and cal cul ate the steps.

Put your answer inthe*“Yours’ column, next to GrossM onthly Pay.

2. Now calculate your taxes. Multiply the Gross Monthly Pay by the indicated percentages for each category of
your taxes.

3 Add: Federal + State + Social Security + Health Insurance + Pension = Total Taxes
4. Subtract: GrossMonthly Pay —Total Taxes = Monthly Take-Home Pay (Net)

5. Now determine your expenses. After multiplying the expense percentages by the Net Gross Monthly (take
home) Pay, add the expense categories to find the Total Expenses.

6. Compare Total Expensesto Monthly Take Home Pay and explain your findings.
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L esson Plan
Sep #3: “How Do | Decide?’ - Decision Process

Overview

Thislesson will match self-assessment results with the occupations of interest and discuss job characteristics. Studentswill
match chosen occupations to job characteristics. Then they will be asked to set some specific goals.

Arizona Sate Sandards
Language Arts

Objectives

At theend of thislesson, studentswill beableto:
summarizefindings from self assessment activities
correlate self assessment profileto job profile
distinguish between compatible and incompatible jobs
extend dataand predict long term goals

EECINE o

Teacher Instructions

Teachers can use Step #3 activities and extension questions to allow students to decide which occupations truly fit their
personalities, capabilities, and goals.

Answer Key:
Activity 8.1
1 Mostlikely to changejobs 6-8 timesin your life.

2 Sef answered.
3. Having skillsis not enough to be successful. An individual must have motivation and the will to reach their

career goal.

Sudent Activities

Activity 8: How Do | Decide? - Page 35
(Timerequired: approximately 25 minutes)
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Activity 8: How Do | Decide?

Name
Date:

Period:

Activity 8.1
Read page 35and respond tothefollowing questions:

1 How many timesareyou likely to changejobsinyour life?

2. How would you describe your motivation level and willingnessto learn?

3. How do motivation and willingnessto learn influence your career choices? Explain.

Activity 8.2
On page 36, complete the exercise “What Have | Found Out?” based on the self-assessment
exer cisesthat you have completed.

Read the “ Take Stock” section and consider your results. Are you on the right course? Why or why not?

Activity 8.3
On page 37, completethe“ Self and Job Match Worksheet” considering your self-profile, job
profile, and whether or not thetwo match.

Activity 8.4
Read page 38, and evaluatetheinformationin“My Career Choice.”

List three occupationsthat you would not choose based on your findings. Explainwhy your aptitudes do not
agree with these occupations.
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Activity 8.5
Based on what you have learned about yourself and occupations, on page 38, list three occupations
about whichyou would likemoreinformation.

Activity 8.6
UsetheArizonaCareer Information System (AzCI S) to research those occupations.

Activity 8.7
Consider your five-year goalsand complete Setting My Goals’ on page 39.
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L esson Plans
Sep #4. “How Dol Do It?” - Taking Action

Section A: Educational Opportunities
Section B: Postsecondary Opportunities
Section C: Job Search

Sep 4/SECTION A: Educational Opportunities

Overview

This section stresses how education impacts job opportunities, wages, and job security. The availability of career and technical
education programs, Tech Prep, and Career & Technical Student Organizations (CTSO) and other skills provide students with

knowledge, skillsand experience.

Arizona State Sandards
LanguageArts, Economics, Mathematics

Objectives

At theend of thislesson, studentswill beableto:
1 Identify theimportance of education and the related economic benefits
2 Defineand understand Career Pathways, Tech Prep, Career and Technical Education programs, including student
organizations, and the benefits of participation in these programs
3. Recognize positive personal skillsin high school and how they relate to successful employee traits

Teacher Instructions

Within Step 4, there are three sub-sections (A-C). Teachers can use Section A readings and activities on page 40 to provide
information on the levels and the importance of education and how education relatesto lifestyle choices.

Discussion pointsinclude:
" Theimportance of education

Theinfluence of education on lifestyle choices
How vocational programsin high school can help develop good work habits

What personality traits and personal skills are important to employers

Answer Key:

Activity 9.1

Food Preparation Workers Short term on thejob training

Credit Analyst Bachelor’'s Degree (4 years)

Elementary School Teacher Bachelor's& Master’s Degree (4-6 years)
Financial Manager Bachelor’'s Degree (4 years) and work experience

Lawyer Bachelor’'sand Law Degree (7 years)



: | onal her’ d 23

Activity 9.2: Employment Quiz
1. F 7.7
2.F 8 F
3F 9.C
4.F 10.D
5T 11.B
6. T

Activity 10.1:

1 Sef answered.

2. Teacher needs to provide answers for individual school.

3. TECH PREPisaprogram for studentsto receive college credit by combining technical training and academics
whilein high school.

Collegecredit.

7,000.

Teacher provided.

Teacher provided.

N o obh

* For moreinformation visit www.aztechprep or call 602-542-5356

Activity 11.1

1 Knowing how to learn, problem-solving, reasoning, self-management and responsibility.
2. Decision-making, self-management, responsibility, cooperation and problem-solving.

3 Very similar trait.

Sudent Activities

Activity 9: Why isEducation Important to M e? - Pages41-42
(Timerequired: approximately 50 minutes)

Activity 10: Career and Technical Education Or ganizations- Page 44
(Timerequired: approximately 25 minutes)

Activity 11: Build Your Work Foundation in School - Pages43-47
(Timerequired: approximately 45 minutes)
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Activity 9: Why is Education Name:
Important to Me? Date:

Period:
Activity 9.1

Read pages41 & 42 and review educational level chart below.

Levels of Education

The chart shows possible educational paths and approximate time frames. These are examples on how to advance
your education. If you work while going to schooal, it may take longer to achieve your educational goals. Some
occupations require higher education.

College
College Doctorate Degree
Associate Degree i.e.. Ph.D./Ed.D

(2 years full-time) (4-6 years plus

/ Bachelor’s Degree)

College
; Professmnal Degree
i.e.. Law/Medicine
(4-8 years plus
Bachelor’s Degree)

College
—_— Bachelor’s Degree

(4-5years full-time)

College
- _ Masters Degree
Military Service (2 years plus

Bachelor’s Degree)

Journeyperson
(2-4 years)

Apprenticeship
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Activity 9.1-continued
Using theArizona Career Matrix on pages20-32, list a possible educational path for thefollowing
occupations. How many year sof education and training after high school would thispath take?

Example: SystemsAnalyst Associate Degree-- Bachelor’'sDegree=4-6 yrs

1. Food Technician

2. Credit Analyst

3. Elementary School Teacher
4. Financial Manager

5. Lawyer

Activity 9.2
Directions. Circlethecorrect answer tothefollowing questionsto deter minehow much you know
about thejob market.

By theyear 2010, almost onethird of all jobswill require acollege degree.
Most people find their jobs in the classified section.
Thereisonly oneright job for you and your abilities.
The best way to get ajob isto wait until the right opportunity comes along.
Generally speaking, the more education you have, the more likely you areto find ajob.
Most jobs in high-tech electronics and computer companies require an electrical engineering background.
Mailing resumesis the best way to contact alarge number of employers.
Except for theincome you get, your job haslittle influence on your way of life.
Which of the following probably describe the job opportunitiesin ten years?
a. Most jobswill requirefour or more years of college.
b. Therewill beagreater number of jobsfor unskilled workers.
c. Therewill beagreater number of jobsfor those with technical skills
required beyond high school.
10. Select the best way to begin planning your career?
a Decidewhat you think is most important.
b. Look at what isavailablein the job market.
c. Taketeststo find out what you should do.
d. All of the above.
11 If you can not make up your mind about what occupation to go into, first you should:
a. Try out as many jobs as you can.
b. Find out more about what different occupations are like.
c. Tryoneandif youlikeit, stick withit.

d. Find out if they have any jobsin Arizona.

A4 A A4+
MM T T T T T
©CENOUTAWNP

If you received thefollowing number of correct answers:

7 -11:.  WOW! You vebeendoing somereading, but visit with your counselor.
3 - 7. OKAY.You reonyourway, but visit with your counselor.
0 - 3: PROCEED directly to the Guidance Counsel or’s office.

(Do not passgo, do not collect $200)
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Activity 10: Career & Technical Name:
Education Organizations, Career S:r[iid

Pathways and Tech Prep

Activity 10.1
Read pages43-47. Answer thefollowing questionsin complete sentences:

1. Of thesix Career Pathway areas, what two are of the most interest to you?

2. LigttheCareer and Technical organizationsavailableinyour high school.

3. WhatisTech Prep?

4. What creditscan Tech Prep studentsearnwhilestill in high school ?

5. Whodoyou contact inyour school about Tech Prep classes?

6. Listtwo TechPrep coursesthat are offered in your school or the high school you will attend.
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Activity 11: Build Your Work Nerme
Foundation In School ;’;‘iid:

Activity 11.1
L ook at “Build Your Work Foundation in School” , the second tothelast page of the Guide.

Answer thefollowing questions:

1. What arefivepostive personality traitsof asuccessful student?

2. What arefive positive persondity traitsof asuccessful employee?

3. Compare#1 and#2. Arethey the sametraits?

4. Discussyour findingswithyour classmates.

Activity 11.2
Weall haveskills. Sometimesthey arehard to find, and sometimesthey need to be developed.
Skillsarelearned talentsor capacities. Acquired or lear ned skillsareused to completeatask in

theworkplaceor other places. Often, wetakeour skillsfor granted. Thefollowing exer cisewill
assist you in discovering your skills.

1. Think about al thethingsyoudo eachday: reading, writing, math, speaking, listening, sports, clubs,
hobbies, chores, and part-timework. What skillsdidyouuse? Couldthey betransferredtothe
workplace?

2. Haveyourecently written an essay, aletter toafriend or relative, or given apresentationinaclass
room? Writtenand oral presentationsrequiretheskill of conveyinginformationclearly. Isthisskill
usedintheworkplace? By whom?

3. Haveyouused acomputer lately? Todowhat? What computer skillsand knowledge haveyou
acquired? Who usescomputer skillsat work?
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4. How doyou manageyour time? Classwork, homework, projects, and reportsall requiretime
management skills.  Isthissomething you needtoimprove? How important istime managementin
theworkplace?

5. Stateaproblem you have had to conquer at work or school.

a. What action did you take?

b. What wastheresult?

c. Skillstakeproblemsand turntheminto results. What skillsdid you usein solving the problem?

Activity 11.3
Review the worksheet “Related School Subjects’. Pick your top three subjects and write a
short paragraph about why you chosethese. Doyou seeyourself in therelated careers? Why
or why not?
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Related School Subjects
If you enjoy and dowsdllin... Career Interest Area Occupationsto ExploreFurther
Art Artigic Commercid Artist, Designers,
Reporters, Architects
Auto Technology Mechanicd Mechanics, Avid Body Repairers,
Indugtria Machinist
Business BusnessDetall Tax Preparers, Typist Secretaries,
Receptionists
Carpentry/Wood Technology Mechanicd Carpenters, Brickmasons, Painters,
Rooters
Computer Science Scientific SystemsAnalydts, Technical
Writers. Programmers
Drafting/Engineering Mechanicd Engineers, Drafters. Surveyors,
indugria Engineering Technicians
Foreign Language Artigic Teachers, MusiciansHomeHedlth
Humanitarian aides, Social Workers
Leading-Influencing
Hedlth/Hed th Occupations Sdientific Nurses, Physica Therapists,
Humanitarian Digtidans
HomeEconomics Accommodating Child CarsWorkers, Cooks,
SHling OrderliesWaiters
Humanitarian
Horticulture/Agriculture Plantsand Animals Biologica Technologists
Sdertific Veteinaians
Industrid Arts Artigic Photographers, Cabinet Makers
Mechanica
LanguageArtdEnglish BusnessDetall Writers, Editors, Public Relations
SHling Specidigds, AdvertisngAgents
Humanitarian
L eading-Influencing
Mathematics Sdentific Actuaries, Statisticians, Teachers
Mechanicd Financia Managers
BusnessDetall
L eading-Influencing
Marketing SHling Cashiers, Real EstateAgents,
Retall Salespersons
Musc Artigic Composers, Dancers,
Choreographers, Musicians
Physical Education Physicd performing Athletes, Coaches, Officias
Science Sdientific Biologicd Scientists, Chemigts,
Humanitarian Physicians, Pharmacy Assstants
Socid Studies Protective Police Officers, Lawyers,
Leading-Influencing Paralegds
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L esson Plan
Sep 4/SECTION B: Postsecondary Opportunities

Overview

In pursuing acareer, studentswill need to think about the kind of education/training that isrequired for each
occupation. Section B will provide studentswithinformation regarding collegesand universties. It will dso explore
how theArmed Forcescan ass st studentsto pay for college, aswell asoffer many other benefitsand skillsthat will
beuseful indally life.

Arizona Sate Sandards
LanguageArts

Objectives

At theend of thislesson, studentswill be ableto:
1 demonstrate knowledge of college planning steps at each grade level
2 understand available financial aid resources
3. identify the educational, training, and financial aid opportunities provided by the Armed Services

Teacher Instructions

Teacher scan usetheactivitiesand readingsin Section B to discuss college planning, financial
resour ces, and military service.

Answer Key:

Supplemental Activity 12.d.
Page 50 provideswebsite/contact information for collegesin Arizona. TheAzCRN website: www.ade.az.gov/cte/azern provides
additional school and contact information under the internet Resources/Schools and Training section.

1 Recommend that teachers keep list of Az Community Colleges and addresses handy.
2. Closer to home and less expensive.
3 Self answered based on interests and research of community college sites.

Activity 13.1

1 Themoney for financial aid comesfrom federal and state governments, banks, the schoolsthemselves, and private donors.

2 Youmust apply for financial aid.

3. Theamount and kind of aid you receiveisbased on your financial need, your academic record, and on the kinds of available
aid at the school you attend.

4. A grant does not require repayment.
A loan requires repayment, usually after you leave school, and has alower interest rate than other bank loans.

5 The National Guard educational benefits vary from state to state; therefore look at website http://usmilitary.about.com/
library/milinfo/blguardtuition.htm. For specific Arizonainformation page 53 of the Guide provides contact information for

the National Guard.
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Activity 14.1 Military Word Scramble

1 Navy 6. Money
2 AirForce 7. Benefits
3. National Guard 8 Gods

4. Army 9. Diploma
5 College Fund 10. Training

Sudent Activities
Using the Career Guide, studentswill completethefollowing activitiesfor Section B:

Activity 12: Postsecondary Opportunities- Page48-54
(Timerequired: approximately 20 minutes)

Supplemental activities- (Timerequired: approximately 90 minutes)

Activity 12.a: Choosing aCollege

Activity 12.b: What to Look for in aCollege Catalog

Activity 12.c: What to Look for When Visiting a School Campus
Activity 12.d: Community/Technical Collegesand Your Career Path

Activity 13: Financial Aid - Page49
(Timerequired: approximately 30 minutes)

Activity 14: IstheMilitary for You? - Page53
(Timerequired: approximately 30-60 minutes)
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Activity 12: Postsecondary Opportunities Name
Date:
Period:
Activity 12.1

Read “Your College Countdown” on page 48 and discuss.

Activity 12.2

Circlethebest answer for you.
1. 1f I wereout of high school right now, | would goto:
a Alarge, 4-year, in-stateinstitution: Arizona State University
b. Other 4-year, state university: Northern ArizonaUniversity
c. Privatecollege: Pepperdine University
d. A2-year, in-stateinstitution: Mesa Community College

2.With financial aid apossibility, | would goon toaschool:
a That isasinexpensive as possible.
b. That isan average cost school.
c. Regardless of the cost.

3. Choose one;

a | want aschool that iswell known throughout the U.S.

b. | want aschool that is prestigious, but not necessarily well-known.
c. Theschool | goto should be familiar to people in Arizona.

d. Itisnot important to me whether the school iswell known.

4. Choose one:

a | wouldlikeacampuswherethereisan enclosed, close community.
b. 1 would like acampuswhere | know some kids, but one where everybody doesn’t know everybody else.
c. I'mOK with acampus atmospherewhere| can be anonymousor where | can becomeinvolved with other students

of likeinterests.

5. Thesize of aschool for me should be:
a  Thebigger the better.
b. Mediumsize.
c. Smdl.

6. Choose one:
a |'wouldn't mind avery large classwhere | may have to assert myself to get help.
b. lwouldlikeal my classesto befairly small.

7. Chooseone;

a Studying and learningisthrilling, and | would like aschool wherel do alot of it.

b. | don't want to have to study too intensely at school.

c. | wouldliketo learn by doing something. For the studying | do, | need to see aproduct or something | created, or
know that | am trained for a specific job.



: | onal her’ d 33

8. Choose one:
a. | want to spend four years at one school and then decide if | want to continue at that school.
b. | want to spend four years at one school, then decide if | want to continue at a different school.
c. | want to spend two years at one school and then go to a different one.
d. | want to spend one or two years at a school, and be trained for an immediate career.

9. Choose one:
a |ldon'tcareif my teachersknow who | am.
b. Itisimportant to methat my teachers know me.

10. Choose one:
a |wanttoliveat the collegeinadormitory.
b. I1t'sOK if thereare dormitories, but | don’t want to livein one.
c. It'sOK withmeif dormitoriesare not available.
d. Campushousingisnot important to me, for | would commute from home, or livewith relatives.

11. | fed:
a Itisimportant to have alot of my high school friends go to that schoal.
b. 1 wouldliketo gotoaschool wherel can makeall new friends.
c. Itisimportant to choose the school because afriend is going there.
d. Thatitisnotimportant to have alot of my high school friends go to that school.
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Supplemental Activity 12.a: Name:
Choosing a College E;Ii%d:

|. Survey the Possibilities
Begin your sear ch with asurvey of collegeslocated in the geographic ar ea of your choice.

Check your locd library, school library, or guidance officefor thefoll owing resourceswhich may help you:
College Catalogs

Chronological Guidance

College Handbook

Barron’'sProfiles of American Colleges

* Patterson’s Schools Classifieds

Other Resources:
* College Guides and Maps
 Occupationa Outlook Handbooks
Financial Aid Forms
Armed Forces Brochures
AzCRN Website
AzCRN Computer Information Delivery System
ArizonaCareer Information System (AzCIS)

[I. Weigh the Differences
Fill out theinformation below about collegesthat interest you. Then compare.
L ocation and Setting: distance from home; city, small town, or country setting

Typeand sizeof college: co-ed, men's, women'’s, liberal arts, technical , junior, church-rel ated, state-supported, enrollment,
facilities

Comprehensive cost: tuition, room and board, extrafees, books, travel expenses, spending money, special clothing
Financial aid: honor scholarships, grants-in-aid, loans, alternative/work study programs, campusjobs

Special curricula: engineering, political science, computers, music, education, marine biology, business, etc.
Admissionsrequirements: required subjects, test scores, grade point average, classrank, specia talents

Kind of studentswho attend: habits, interests, goals, ethnic and religious background

Campuslife: cultural events, sports, clubs, fraternities and sororities, recreational facilities, rules and regulations, and
surroundings

*TheArizona Career | nformation System (AzCI S): provides most of the above information. If you are
not aware of AzCIS, go to www.ade.az.gov/cte/azcrn/azcis to find out how you can use this free software
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[11. Narrow Your Choices

No college (nor type of college) isright for all
students, but therearecertain collegesthat
areright for you. Beforenarrowing your
choices, you should answer somebasic ques-
tionsabout your self.

1 Whatam| ableto do?
2. What do | want out of life?

3. What do | need in the way of training?

NARROW your choicesto 7-10 colleges and write for
catalogs. When you have selected 3-6 colleges and have
the results of one college admissions examination,
consult your counselor.

L1 STEN for announcements regarding visits of college
representatives to your school and arrange to talk with a
few. Attend the annual postsecondary education opportu-
nities day held at school and talk with admissions
personnel representing the colleges you are considering.

SAMPLELETTERTO COLLEGES

(your street address)
(your city/state/zip code)
(the date)

Director of Admissions
(name of college)
(address of college)

Dear Sir/Madam:

| am ajunior (or senior) at High School in (your
town), Delaware, and will be graduating in (month and year).

Please send me an application, a catalog, and other descriptive
material that might help mein planning my post-high school
education. (mention your career interest if you have one)

| would appreciate receiving information and appropriate forms
for scholarships and other types of financia aid. (Use this
sentence if you need help with college expenses.)

Sincerely yours,

(Your Signature)
(your name typed)

AzClSalso offersan email school writer toassist with school infor mation requests.

EVALUATE theinstitution as a place where you might eat, sleep, and study for the next two-four years. Tour the
facilities and inquire about the extracurricular activities, the personal services, and the school regulations. If the collegeis
in session, visit aclass, talk to students, observe campus behavior, and eat ameal in the dining hall. You will know from
your experience on the campus whether that college isright for you. No amount of reading or discussing will tell you this.

Checklist for Making College Plans

:0 Think about preliminary criteria and your
: priorities.

-0 Make a college list that includes “ safeties’,
. “possibilities’, and reach schools.

Note colleges where interviews are required.

0O

.0 Map out your itinerary.

:0 Check that the colleges are in session. Find
out tour times and make appointments when

:  needed.

-0 Plan how and with whom you'll go.

-0 Balance college visits and school demands.

O Arrange for high school absence and plan to
make up missed work.

0 Pack appropriate clothes for the interview.

0O Write names and phone numbers of the
college administrators you plan to see.

0O Bring questions and be sure to have a pen
and notebook with which to write important
information.

0 Bring high school transcript in case admis-
sions counselor requests one.
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Supplemental Activity 12.b: What to L ook g:tne
i €
for in a College Catalog pae

Nameof | nstitution:
MailingAddress:

Phonenumber sfor:

Admissions:
Financial Aid:
Housing:

| stherean 800 number or websiteaddr ess?

What programsof study doestheinstitution offer ?

What isthestudent/teacher ratio?

What aretherequirementsfor entrance?

Number of high school credits:
Subjectsrequired:
Electivesrecommended:

I's there an entrance test?

When isthedeadlinefor applyingfor admissions?
Wherewill | live?
What isthecost for ayear?

Tuition and fees:

Books:

Board/Room:

Transportation:

Personal Expenses:
Leisure Time/Recreation:

What isthe school calendar, including holidays?
What ar e some of the student activitiesand services?

General information and notes:

*Remember to use AzCI Sfor alot of this type of information.
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Supplemental Activity 12.c: What to Look  Name

et Date;
for When Visiting a College Campus Pt

Check pages50-52 of the Arizona Career & Educational Guide for addresses and telephone num-
ber sof area schools. Additional infor mation can befound on AzClSand ontheAz College& Career
GuideWebsiteat www.acpe.asu.edu.

Visitingaschool campusmay includean interview with theadmissionsper sonnel, so be prepared

to:

1 Talk about yourself--your interests, your goals, your courses and grades. Take along your personal copy of your
school grades/transcript and activities.

2. Talk about the need for financial help (if needed).

3. Ask questions about the school, courses, rules/regulations. Read the catalog before your visit. Write down your
questionsin advanceand DO TAKE NOTES!

4. Even though you might be nervous, be yourself.

Onthecampus:

Takeatour if possible.

Allow enough timeto get the “feel of the campus.” Try to imagine yourself as a student there.

Schedul e your appointmentstwo weeksin advanceand BE ON TIME!

Pick up all formsyou need: application, catalog, map, and financial aid forms.

Visit thelibrary. Find out how many computer labs are available on campus. Will you need your own computer?
Try to visit aclass or two.

Talk to students: ASK them what they like about the school, and equally important, what they DON'T like.

Ask questions about life on the campus — what activities does the college offer?

ONO T, WNPE

Soon after, or duringyour visit:
1 Make notes on your reactions and your feelings about the school.
2. Write thank-you notes when appropriate.

MAKEYOURCOLLEGEVISITSEARLY INYOUR PLANNING PROCESS.
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Supplemental Activity 12.d: Community/ Name:
Technical Colleges and Your Career Path E;‘Ed:

1. Look at page50-52, which providesalist of the community and technical collegeslocated
inArizona. Vigt theArizonacommunity collegeswebsitewww.50states.com/cc/arizona.htm

to find the address of the closest community college to your high school. Write the
address of the closest school below.

2. List tworeasonswhy someonewould choseto attend acommunity or technical college.

a
b.

3. Choose two occupational fieldsyou areinterested in that requiretraining beyond high
school. List thenamesof threejobsin that occupational field below and use®yes’ or “no”
toindicatetheavailability of training at the community or technical college nearest you.

Occupational Field #1: Occupational Field #2:

Job Title Yes No Job Title Yes No




: | onal her’ d 39

Activity 13: Financial Aid Name:
Date:
Period:
Activity 13.1

Read pages49-54. Answer thefollowing questions:

1. Wheredoesthemoney for financia aid comefrom?

2. What doyou haveto doto get financial aid?

3. What determinestheamount of financial aid that you canreceive?

4. What isthedifference between agrant and aloan?

5. How doesthe ArizonaNational Guard assist studentsin paying for college?

Supplemental Activity

Ask therecruiter fromtheArmy, Air Force, Marinesand Navy about the ROTC scholarshipsoffered by their
Services.
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. . . - N
Activity 14: Is the Military for You? Dot

Period:
Activity 14.1

Read page 53. Unscrambletheletter stoform words.

YANV

IRA RECOF

TONILARN DAURG

RYMA

LELEGOCNUFD

NEY OM

ENSTIFBE

AOLSG

© © N oo g ~ w N B

ILPMAQOD

10. AINNIGTR

Activity 14.2

Inviteamilitary recruiter to speak toyour class. Use samplequestionsprovided
below toacquireinformation.

1 What isthelength of time | would need to stay in the service?
2 What isthe starting salary?

3. What and whereis basic training?

4. How longishbasictraining?

5 What specific jobs do you have available at thistime? What type of training will | get for these jobs?

6. How doyoudetermineif | am qualified for aspecificjob?
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7. How can| beassured | will get thejob | request?

8. What civilianjobswill my military training be useful for?

9. Canl bemarried and bein the military?

10. What benefits (education and others) are available to me after | finish my service term?

11.  What other options do | haveif | decideto stay in the military as a career?

12, If | redly cannot adjust, isit possibleto |leave?

Think of other questions you may have and ask your parents what questions
they would like to add.
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Lesson Plan
Step 4/SECTION C: Job Search

Overview

Finding theright job takes planning and preparation. It requires good organi zation, management of time and
energy, apositive outl ook, and good decision making.

Arizona Sate Standards
LanguageArts

Objectives

At theend of thislesson, studentswill beableto:

Access many sources to find job leads

Apply for ajob successfully

Develop sample resume and cover letter

Prepare for and learn how to conduct themselvesin an interview

Understand their rights and responsibilities as an employee

g s~ wpNpE

Teacher Instructions

Teachers can use Section C to instruct students on employment seeking skills using the readings and activities provided.
ArizonaCareer Information System (AzCIS) can assist with job searchinformation, aswell!

Discussion pointsinclude:
How arethe labor laws different for employeeswho are younger than 18 years old?
What is networking and why is it important?
What rights does an employee have?
Importance of resumes, applications, and cover letters.

Answer Key:

Activity 15.1:

Any teenager 17 years or younger isrequired to have awork permit prior to being employed.

Either the guidance office or the principal’s office.

The employer, aschool official, and the minor (student). A parent must signif the minor is 15 years or younger.
Restricted activitiesinclude: operating or cleaning slicing machines, use of circular or band saws, dough mixing machines
and other forming, punching or shearing machines.

Minimum wageis$6.15 per hour.

Officeof Labor Law Enforcement at the Arizona Department of Labor.

PPN PE

o Ul

Activity 16.1:

1 Peopleyou know, professional contacts, national associations, trade publications, former students, Department of Labor,
and the Internet.

2 Open 24 hours, private, low cost or free service, reaches worldwide, fast results, and lots of people can view your resume
instantly.
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3. http:/Mmww.gb.org
http:/Aww.bestjobsusa.com
http://www.jobbankusa.com
http://mww.latpro.com

Other job siteslisted on page 60 of the Arizona Career & Educational Guide. Useinternet version, *since
websitelinks changefrequently and are updated acouple of times per year.

*Located at www.ade.az.gov/cte/azcrn/counselors.asp

Activity 17.1

1 Employers conduct drug screenings in various ways. by asking applicants about current and past drug use; by giving a
written test or polygraph test; or by medical tests of urine, blood, or hair samples. The most commonly used test is a
urinalysis or urine test.

2 Employersconduct drug testing for the safety of their employees. Allowing an employeeto drive atruck who isunder the
influence of drugsor alcohol can bealiability. In addition, employees experience side effects such as memory loss; inability
to concentrate, depression, paranoia and other health-related problems as well as high absenteeism from the job.

3. Self answered.

Activity 18.1
Teachers/counsdlorsreview gpplications.

Activity 19.3: ResumeQuiz

1 F 9. F
2 T 10. F
3 F 1 F
4. T v F
5 T 13 F
6. T 14 F
7 F 15 F
8 T
Activity 20.1
Across: Down:
2 salutation 1 inside address
4. heading 3. body
5. signature
6. closing
Activity 20.2

Teachersneedto provideclassified Adsfor thisactivity.
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Act|V|ty 21.1
Socia Security card, copy of resume, copy of personal references, samples of work, portfolio, black pen. Other items

listed on pages 71-72 of Arizona Career & Educational Guide.
2. Know the company, dress professionally, and practice interview questions.
3. What are the duties of the job you are interviewing for? What products or services does the company provide?
4. Offer afirm handshake, speak clearly and concisely, be positive and polite and have reasons why the employer should

hire you.
5 What do you consider your greatest strengths and weaknesses? What interests you about this job? Why should | hire
youl.

6. What are the possibilities of advancement in this organization? What are you looking for in the person you hire for the
position? When will adecision be made?

7. After aninterview, you should send athank you letter expressing appreciation to the interviewer for taking the timeto
see youl.

Act|V|ty 22.2

Be dependable; provide good work and a positive attitude; be helpful; ateam player; dress appropriately; don’t waste
time or resources; control your emotions; be a diplomat; and treat everyone with respect.

Self-answered.

Self-answered.

Self-answered.

N

Student Activities
Using the Career Guide studentswill completeactivitiesin Section Cincluding:

Activity 15: Am| Eligiblefor Work? - page55
(Timerequired: approximately 30 minutes)

Activity 16: How Dol Find A Job? - page58
(Timerequired: approximately 45-60 minutes)

Activity 17: What About Drugs? - page57
(Timerequired: approximately 20 minutes)

Activity 18: How Dol Fill Out A Job Application? - page 68
(Timerequired: approximately 20 minutes)

Activity 19: Resumes - pages 61-64
(Timerequired: approximately 60-90 minutes)

Activity 21:  Job Interviews- pages71-72
(Timerequired: approximately 45-75 minutes)

Activity 22: Keeping Your Job - page 73
(Timerequired: approximately 35 minutes)
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Activity 15: Am | Eligibleto Work? Name:
Date:
Period:
Activity 15.1
Read Page 55 of theGuide. Answer thefollowing questions.
1 Areyou required to obtain or have awork permit before being employed?
2 What type of work is not allowed for teenagers under the age of 18?
3 What is the minimum hourly wage a person can be paid in Arizona?
4, Where can aperson get more information and hel p with problems dealing with pay, working papers, meal breaks, or

employment discrimination?

For moreinformation on lawsr elated towor k, contact:

Thelndustrial Commission of Arizona
Satel abor Department

PO Box 19070

Phoenix, AZ 85005

(602) 542-4515.
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Activity 16: How Do | Find a Job? Name:
Date:
Period:
Activity 16.1

Read “What’sontheWeb” and*“Jobs/Career L MI Web Sites’ on pages59-60. For themost
current websiteinfor mation use page 60 on theinter net ver sion located at www.ade.az.gov/cte/
azcrn/counselors.asp. Answer thefollowing questions:

1. Listfivesourcesof jobleads.

2. What are the advantages of an electronic job search?

3. Listthreewebsiteswhereyou could find job leads.

Activity 16.2
Complete“ My Personal Network” on page 58.

Activity 16.3
If you have accessto the Internet, visit several websiteslisted on page 60.
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Activity 17: What About Drugs? Name
Date:
Period:
Activity 17.1

Read page57. Answer thefollowing questions:

1. What arethedifferent waysemployerswill conduct drug screening?

2. Why doyouthink employersdo drug testing?

3. Doyou agreewith employersconducting drug screening prior to hiringindividual s?
Explainwhy you agree or disagreewith drug screening.
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Activity 18: How Do | Fill Out Name:
a Job Application? Date:
Period:
Activity 18.1

» Readthebottom of page 68.
»  Complete sampleapplication on page 70.
»  Exchangeapplication with another student and peer edit his/her application.

» Correct any errorson your application whenitisreturned to you.
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Activity 19: Resumes Name:
Date:
Period:
Activity 19.1
Read page61-67 regarding resumes.
Activity 19.2

Read thefollowinginformation on ResumeDo'sand Don’ts.

A resumeis one of the most important toolsin your job search. Its purpose is to entice the employer to know more
about you and call you for an interview. It isusually the first impression you will make on that person. Makeit agood
one.

A

good resumepresents:

who you are

what kind of position you want
your skillsand accomplishments
listing of education and training

listing of previouswork experience

GENERAL DO’'SANDDON'TS

DO DON'T

Be concise, accurate, positive Lieor exaggerate

List your most recent job first Include salary history

Stress skills, accomplishments Use pronouns, abbreviations

Use action verbs Use excessive bold & italics

Make resume attractive to read Use small type or overcrowd margins
Have someone proofread before mailing Include references

TIPS

o Referencesare usually left off resumes unless you areinstructed to include them for ajob fair.

Have references available on an additional typed sheet of paper for the interview-at least three people, not
relatives, who have recognized your skills, accomplishments, or personal qualities.

“References furnished upon request” is no longer necessary on the bottom of resumes. It may be eliminated,
especially if space is needed for pertinent information.

There are different resume formats. Not one resume format or styleisappropriate for all job seekers. Select the
style and format that best markets and sells your skills and qualifications to the most employers.
Alwaysinclude acover letter with aresume.

Find additional information and electronic resumes on AzCIS.
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Activity 19.3
Completethefollowing Resume Quiz:

T F 1. Thenumber onerulefor writing agood resumeis. Moreis Better.
T F 2. Thebest resumehasalot of “white space” to makeit easier to read.

T F 3. Regardless of your age, the work history component of your resume should list all jobs going back to
high school.

T F 4. A career objective at the beginning of your resumeis optional.
T F 5. Your resume should not be longer than two pages.

T F 6. Agoodresumeisflexible enough to cover various job options within your professional field of
interest.

T F 7. Agood resume paintsaclear picture of you, including your height, weight, race, age, gender, marital
status, and number of children.

T F 8 Employersliketo seethat you are interested in things other than just your job, so include volunteer
work, continued education, and association involvements.

T F 9. All resumes should contain the complete names, addresses, and tel ephone numbers of your refer-
ences.

T F 10. Tohelp your resume stand out from the many an employer may receive, you
should make it as unusual as possible by using a bright color paper or includinga  picture of
yourself.

T F 11 Itisagoodideato ask your close friends to read your resume and help you improveit.

T F 12 If you send your resume to an employer in response to a newspaper ad, you don’t need to send a
cover letter withit.

T F 13 It may takealot of hard work, but it's possible to write a resume good enough to secure you the job
you want.

Activity 19.4
Develop arough draft of apersona resume. Remember to emphasizeyour skillsand toincludeyour work
experienceand school activities. If available, typefina draft onacomputer.

AzCISprovidesvarioustypesof resumes, under the Job Search component. Students canthen savetheir
resumeon the e ectronic portfolio.
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Activity 20: Cover Letters Name
Date:
Period:
Activity 20.1

Read about cover letterson page 68-69.

Completecover letter crossword puzzleusingrelated vocabulary.

1
3
2
4
5

6
Across: Down:
2. greeting 1. nameand titleof persontowhomthe
4. returnaddressand datebelongin thissection. letter isgoing.
5. cursivenameof individual 3. paragraph of information
6. cordial ending



52 Arizona Career & Educational Teacher’'s Guide

Activity 20.2
Respond to a classified ad which requiresyour individual skills and experience. Below isan
examplefor you tofollow.

100 N. 55th Street
Phoenix, AZ 85000

Mr. Tom Jones

Human Resources Manager
Blake Industries

10 N. Central Avenue
Phoenix, Arizona85000

Dear Mr. Jones:
Thisismy reply to your advertisement which appeared in theArizonaRepublic on August 9, 2002
Introduction > for aclerical assistant. | am graduating from PeoriaHigh School in June and am availablefor full-

time employment at that time.

As the following comparison shows, my experience meets the requirements stated in the adver-

Qualifications—> | "Sement
Your Requirements My Qualifications
Knowledge of word processing Competent in WordPerfect, PFSWriteFile;
3.0 GPA in business courses
Ability to work with others Officer in Future Business L eaders of
America
Previousrel ated experience Summer employment and co-op experience

at Daly Financial Services

| would like to discuss this and my enclosed resume at your earliest convenience. In afew days, |
Ask for Interview-------- > | will call youto arrange a suitable time. Thank you for your time and consideration.

Sincerely,

Jane Reynolds

Enclosure
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Activity 21: Job Interviews Name:
Date
Period:
Activity 21.1

Read pages 71-73.
Read thefollowing infor mation on interview behavior.
INTERVIEW DO’SAND DON'TS

THEDO'S

DO dress conservatively.

DO check parking areas and where you are going ahead of time.

DO arriveahead of time.

DO introduce yourself to receptionist, tell why you are here.

DO take resumeswith you.

DOfill out application neatly.

DO haveafirm handshake.

DO beyourself.

DO usegood grammar.

DO show interest.

DO keep a pleasant expression on your face.

DO answer questions fully not just yes or no.

DO have at least one question to ask (about working environment, hours, dress code, kinds of products,
and when you should expect to hear a decision.)

DO say that you'd like thejob, if it'sajob you want

DO thank interviewer for his/her time.

DO send follow up thank you letter within two days. If you don’t hear by the time indicated, call back and
ask the status of the position.

THEDON'TS

DON'T arrivelate.

DON'T chew gum.

DON'’T smokecigarettes.

DON’T mumbleyour answer.

DON'’T look around the office.

DON'T fidget whileyou' re sitting.

DON'T dlouch.

DON’T put arms or elbows on the desk.
DON'T curse.

DON'T ask what the pay is unless you are being offered the job.
DON'’ T wear perfume or too much makeup
DON’T wear flamboyant hairdos or clothes

*Look at interview information provided on AzCI'S, under the Job Search component.
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Activity 21.1

Answer thefollowing questions:

1. Listthreethingsthat you should bringtoajob interview.

2. Listtwowaysthat you should prepareyourself beforethejob.

3. Nametwothingsthat you should know about a company beforeyou areinterviewed for ajob.

4. Listfour rulestofollowin order tohaveagood interview.

5. Listthreequestionsthat you might beasked during an interview.

6. Listthreequestionsthat you should ask duringtheinterview.

7. What stepsshould a person takeafter beinginterviewed for ajob?

Activity 21.2
Conduct amock interview with aclassmate using the questionson page 71-72.
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Activity 21.3

Often your chances of employment can beincreased by making another contact with theemployer. Thiscan be
doneby atelephonecall or athank-you letter. Thethank-you letter isoften the most common follow-up
method.

FOLLOW-UP LETTER

" Athank-you letter may betyped or neatly handwritten on personal stationary.

" Theletter should bewritten soon after the company or job fair interview. The next day isbest!

" Theletter should state your continued interest in thejob and your appreciation of thetime spent with
youduring theinterview.

AFTER COMPANY INTERVIEW AFTERJOB FAIRINTERVIEW
411 E, Indian School Road 1234 Thomas Road
Phoenix, AZ 85000 Glendale, AZ 85000
August 5, 2002 August 5, 2002
Mr. Mark J. Raynard Ms. Betty Springs
Johnson Electronics, Inc. ArizonalnsuranceAlliance
123 S. 7th Street 33E.PdmLane
Phoenix, AZ 85008 Phoenix, AZ 85001
Dear Mr. Raynard: Dear Ms. Springs:
Thank you for considering me for the position of Thank you for participating in our job fair, Workforce
€l ectronics technician with your company. | am very 2000, thisweek. | was pleased to be able to interview with
impressed with your company and the enthusiasm that you and learn more about the opportunitiesin the
your employees have about their jobs. banking industry.
If you need additional information, please contact me. Asyou have requested, | will call you next week to set an
Thank you again for your time and interest in me. | look appointment for another interview. If you need any
forward to hearing from you. further information before then, | can be reached at 555-
2415,
Sincerely,
Thank you once again. | look forward to talking with you
further.
HelenaHarker
Sincerely,
Carol Petersen
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Activity 22: Keeping Your Job Name:
Date:
Period:
Activity 22.1
Complete the Keeping a Job word search puzzle below.
Keeping A Job

T SLNQYLI MZAZRTR RN QI OWM
NEVAQI QRBTRXETZKTERHZAQZ
OAALNGD OALTFLSMLUUIJ SL
CAJ MAOZJWYUTETPHSBVYGURDQ Q
G UZFPUI OXFSYEWI UYETCTD
DPYHSLTSEZOQWCMSNIKUBT K
K NB MBAACSRYHTU CNRMNY E
GJ ZPTXRYNESZKI FWOTCTUTCT
UXNLFUL OEUFGUMWPZQNATD
R TAMOLUPI DRZPOLYSTTEFEFTBC
USYSPDQNAPTFNRTFETSTL DA
Z DEPENDABLES SMPRI HURJ
L RVTGT ZIKLZGXAGTU®PTTFII H
EHAMAPTNOMWWMUX L ZP X L
M HX DO RXI RMEKTRDHSSFL QI
CPFUQPMCNUVEUMMWSUBEHWU
E GGQRNDUDDVKYBDMVEH WO
M DMFY PTWFILNJXAGOUOYEB O
R WP MRTI AZ QQOFI NI BUTG
Q GB NNWODSMKVYVY Z MV HOHI K
ATTITUDE DEPENDABLE DIPLOMAT
HELPFUL PROFESSIONAL PUNCTUAL
RESOURCEFUL RESPECTFUL RESPONSIBLE

TEAMPLAYER WORKER
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Activity 22.2
Read page 73. Answer thefollowing questions:

1. What arethreethingsworkersshould doto keep their new job and preparefor
advancement?

2. Imagineyou arean employer and one of your employees asksyou for advice on how
to get apromotion. What would you tell the employee about your expectations?

3. Supposeyou and afriend apply for the sameposition. Your friend getshired. How
would you feel? How would you deal with thesituation?

4. Oneof your co-workershasabad attitude and isalways complaining and saying
negativethingsabout your supervisor. What would you doin thissituation?
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Arizona Academic Standards Addressed in the Guide

LanguageArtsSandard 1. Reading
Strand 3: Comprehending Informational Text; Concepts1 & 2
LanguageArtsSandard 2: Writing

W-P5:  Writeformal communications, such asresume, manuals and letters of application in appropriate
format, for a definite audience and with a clear purpose.

LanguageArtsStandard 3: Listeningand Speaking
LS-R2: FollowingDirections
LSE3: Interpret and respond to questions and eval uate responses both as interviewer and interviewee.
LS-P4: Conduct an interview, taking appropriate notes and summarizing the information learned.

LanguageArtsStandard 4: Viewingand Presenting

Students use a variety of visual media and resources to gather, evaluate and synthesize information and
communicate with others.

VP-F4: Interpret visual cluesin graphs, table and charts that enhance the comprehension of text.
Social SudiesStandard 4: Economics
Students devel op economic reasoning skillsto apply basic economic concepts, assess problems, make

choices, and evaluate the choices of others as consumers, workers, and citizens participating in local,
national and global economies.

M athematicsSandard:

Strand 1: Number Sense and Operations
Strand 5: Structure and Logic
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We want to increase awareness of the Guide and its usein the classroom. With the implementation of the Department
of Education’s Career Pathways, we feel the Guide can be an important tool in designing course content to meet the Career
Pathways standards of disseminating career information and linking student’s career awareness with various academic
subjects.

The Arizona Career & Educational Guide addresses all phases of career development addressed in the Arizona
Guidelinesfor K-12 Guidance Programs; assessing career interests and skills; job search skills; career exploration; the
correlation between personal qualities, education and training; identifying career goals; and strategies for achieving career
success.

We're asking you, the experts, what we can do to improve the use of the Guide and how it can help you incorporate
career information into your curriculum. Thank you very much.

Name

Title:

School:

Mailing Address:

E-mail:

1. Inwhich setting do you use the Arizona Career & Educational Guide Teacher’s Guide?

Middle School/Jr. High School o School Library
o Comprehensive High School o Alternative Program
o Vocational High School _ Career Center

Other (Please specify)

2. At which grade levels do you find the information to be most appropriate?

o Grade8 _ Grade12
o Grade9 o All of the above
o Grade10 o Adult

Grade11

Other (Please specify)

3. The Arizona Career & Educational Guide and the Teacher’s Guide, to be an effective career development tool,
must be easy and attractive to use. Pleasecircle“Agree” or “Disagree for each of the following statements:

A. Overall format isvisually interesting and attractive Agree Disagree
B. Teacher Lesson Plans are useful Agree Disagree
C. Too much information on each page Agree Disagree
D. Student Activities enhance use of the Guide Agree Disagree
E. Student Directionsare clear Agree Disagree

4. How do you presently incorporate career development into your curriculum?

5. What would encourage more teachers to use the Arizona Career & Educational Guidein the classroom?




6. Please offer any further comments or specific suggestions which you feel would improve the use of the Arizona
Career & Educational Guide. (Use additional pagesif necessary)

7. Pleasefeel free make commentson “specific” activitiesyou use with your students using the Activity Evaluation Form
(alsoincluded inthisGuide). If you have corrections or suggestionsfor activity improvement, you may photocopy the
activity, write your comments directly on the activity page, and fax to us. Wewould aso like to incorporate any new

activities you devel op.

We welcome any comments on how to improve the Arizona Career & Educational Guide Teacher’s Guide.

Thank you very much for your time and advice!

Pleasereturn thisevaluation to:

Susan Mellegard, AzCRN Director
ArizonaDepartment of Education
1535W. Jefferson &., Bin 42
Phoenix, Arizona 85007
Phone: (602) 542-5353
Fax: (602) 542-1849
smelleg@ade.az.gov
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Activity Evaluation Form
(Please use aseparate sheet for each activity evaluated. Thanks!)

Activity No./Title:
Classin which used:
Gradein which used:

1. Arethe student instructions clear in this activity?

2. Which of the Arizona Curriculum Content Standards do you feel this activity met?

3. Would you use this activity in your classroom again?

4. Do you have any ideas for waysto improve this activity?

5. Please share any activities you are currently using with your students or ideas you have
for other  activities.

Submitted by:

School:

Addr&s.s

Pleasereturn completed evaluation to:

Susan Mellegard, MA, CPC, CRC
AZzCRN Director
ArizonaDepartment of Education
1535W. Jefferson St., Bin 42
Phoenix, AZ 85007

smelleg@ade.az.gov

or FAX to: (602) 542-1849

Thank you so much!
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